Office of Information Practices

UIPA Record Request Log
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Hawaii’s Public Records Law
Chapter 92F, HRS '

UIPA Log Instructions,
Frequently Asked Questions,

m visit OIP’s website hawaii.gov/oip

m click on Laws/Rules/Opinions,
then the UIPA page:
http://hawaii.gov/oip/
laws-rules-opinions/uipa

m The Excel spreadsheet has pop-up
instructions ... just mouse over

the column heading. ‘
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_ Hawaii’s Public Records Law
YO~
A '\\
HRS § 92F-18 requires each agency to:

Inform employees of the UIPA’s
requirements

Compile a report using forms
prescribed by OIP

Ensure that the information remains
accurate and complete

Benefits! ... the UIPA Log
helps an agency to:

B Track its written requests for records
& the agency’s response

u Reort requests & outcomes onto

data.hawai.gov
B Assist requesters
m Calculate fees & costs

| Kee government open

X~

m Resolution of requests

mFees & costs 4|q
Elh
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1.

2. Resolution of requests
3. Fees & costs

Identification
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Requester Name or File # and
Employee ID

m These are for the agency’s benefit to
identify the request and who is
responsible to work on it.

m The names/ID will
be redacted before the log is
uploaded to Data.hawaii.gov
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transcripts) (Extenuating Circumstances)
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Pafsonal restit n the entry not being counted n the column total. The “total” box highlihted in yelow above the colun
Employee ] enties wil count the number of personl record requests receivedd by the agency, which wil be reported on
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D d
Request? t

14 “personal record” i 3 govemment record containing information “sbout” the individual who is requesting the record,
Jsuch as the person's educational, financial, personnel, or mecical recards, or fles or reports that refsrence the person
name.

[Keep in rrind that NOT every request for personal records wouid be considered a personal record request under Part I
Jof the UIPA, For example, it is NOT a personsl records recusst If e requester seeks recards *about” him or her, but
Initials | If YES, enter only | |the records are not readiy accessile because it would recuire the agency to search through various fies not solely
£ one "x" per box | [dedcated to the requester, e.q., a request for “any of the records in the agency’s possession naming me, John Doe.” | |
Jas0, a request for an nvelated person's personl fecords is NOT a personl ecards request, @.g., an urvelated third
Iparty' request for Presidertt Obama's Instead, these I
4 Jsubgect to Part I of the UIPA, which have dfferent rihts and labiltie than Part 11l personal record requests

[Note, too, that a request may be 3 government record request in part, as wel as 3 personal record request s to other
AB lportions of it so that both Parts 1T and I of the UIPA are implcated. For more information regarding Part IIl personal
o record requests and how they differ from Part Il government record requests, plese check out the UIPA Guide and
for responding to personal record requests on OIP's training page at hawai gov/aip.
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It’s All
About Me.

Q. What is a ‘“‘personal record?’

A. A “personal record” is a
government record that
contains information ‘“‘about” the
individual who is requesting the record.

This includes an individual’s
educational, financial, or medical
records, or items that reference the
individual by name or otherwise.

Not every request for
personal records would be
considered a personal record
request under UIPA, Part III.

For example, it is not a personal records request if the
requester seeks records “about” him or her, but the
records are not readily accessible because it would
require the agency to search through various files not
solely dedicated to the requester.

- Also, arequest for an unrelated person’s personal
records is not a personal records request.
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m Date of agency’s receip
of request

m Date agency’s notice to

was sent
m Was notice or acknowledgment sent
within 10 work days?

m Did agency need initial clarification of
the request in order to respond?
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Complex Requests
(voluminous records or
extenuating circumstances):

Is it a complex request?

m Date agency’s acknowledgment

was sent

a

m Dates of agency’s incremental
responses
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1. Identificati "“:31
S

p

3. Fees & costs

Final Request Resolution

m Date completed?

m # of weekdays to complete is automatically

calculated, based on date the request was received
and date of completion.
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Final Request Resolution

Check only one b
was ultimately

in Columns O through T to explain how the request
olved.

m Request granted in full?

m Denied in full?

m Denied in part?

= Unable to respond?

m Request withdrawn?

m Requester abandoned or failed to pay fees & costs?

Final Request Resolution

m Lawsuit filed?
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1. Identificat

2. Resolution of requests

3. Fees & costs

Fees & Costs

Automatic Calculations based on agency’s
input of hours, costs, & fee waivers

m Search, review, segregation fees (SRS)
-- Fee waivers

m Copy/delivery costs E‘l

m Total fees and costs [
=
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Search, Review, Segregation Fees (SRS)

= What are SRS fees?

These are fees that the agency may charge for time
spent searching for, reviewing, and segregating
government records in response to a request:

$2.50 per fifteen minutes or fraction
thereof for searching for the record; and

$5.00 per fifteen minutes or fraction

thereof for reviewing and segregating
the record.

Search, Review, Segregation Fees (SRS)

m Are these fees in OIP’s administrative rules?
Yes, at §2-71-31 of “Agency Procedures
and Fees for Processing Government

Records Requests.”

See the rules on OIP’s website.
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Search, Review, Segregation Fees (SRS)

= What are fee waivers?

The agency must waive the first $30 in fees
for search, review, and segregation ...

OR the first $60 where the agency finds
that the requester has met the requirements

under OIP’s administrative rules for a
public interest waiver.




Search, Review, Segregation Fees (SRS

= How are fee waivers rec on the log

Enter the waiver as a negative number
(“~-30.00” or “-60.00”)

For a personal records request, do not enter the
$30 or $60 fee waiver because SRS fees may
not be charged in the first place. 2
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Search, Review, Segregation Fees (SRS)

= What about personal records?
No SRS fees are chargeable for personal records

requests, but keep track of time.

= What about net SRS fees?
Net SRS fees chargeable will be

automatically calculated (without

personal record amounts or fee waivers).
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Copy/Delivery Costs

m Gross copy/delivery costs that agency
actually incurred, but may not have
totally recovered

-- Include copies made for redaction

m Net copy/delivery costs properly
chargeable to requester
-- Exclude copies made for redaction
-- Include copies made of electronic record
if requester wants them faxed, mailed, or
provided in a physical form
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Total Fees & Costs EE

(this last section shows the “bottom line”
for agency fees & costs)

Agency to input:
m Total fees & costs actually paid by requester

Log automatically calculates (for statistical purposes)
m Total net fees & costs chargeable
m Total gross fees & costs incurred

m Total gross fees & costs incurred but not charged
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UIPA Record Request Log
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UIPA Log Instructions,
Frequently Asked Questions,

m see OIP’s website hawaii.gov/oip

m click on Laws/Rules/Opinions,
then the UIPA page:
http://hawaii.gov/oip/
laws-rules-opinions/uipa

m Call OIP 586-1400

m OIP website:
www.hawaii.gov/oip
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